r 

v 





OblaiJU iLoKLoJI Sjl^l S 8 | 

S8 Integrated Waste Management I 


Impounded Vehicles Release Service 


CjI __oJI j. 


r 






seize neglected and offered for sale vehicles that distort the 
civilized landscape of the Emirate. 


>LxioJI GjjIu “i-uO 9 <tLa^aJI Cjlt$>cJI IniiA 

.SjLoil) t_$j1 1A >JI 


V 


J 


r 


r ; 

Procedural Service iul>>] ioAi> 

V__ 


iojiJI 



4 j$JLkuJI CjIJuc 


jUuJboJ I 



1- A copy of the national identity or a copy of the passport 

2- Copy of ownership documents of the vehicle / possession papers 
or export vehicle / vehicle data / customs documents 


jJljuuJ I 4_>_*-aj 91 <Ullo9JI dj^JI [ jj$ J- \ 

CjliLo / <ix5>o 9 I 6 jl_c> <L>-caj -r 

<Ll 5>OJ>JI / 4_i5>0 


V 


y 


y 


4joJl>JI £)\c\jS>\ 


1. Personal attendance in the Public Services Department building 

2. Checking the service documents 

3. Pay service fees 

4. Deliver the transaction to the customer 

5. Impounded vehicles release from the car park 




iolszJI CiloAiJI LJr b-cJ JI Jl- \ 

4-oAj>JI OIaILujuo y.c J^c9Ajdl _ r 

jJ-uOJzJU aiol^JI jOoJLxuJ - ! 
CjLSyJI Jj>j> 6>xJ cl> jj-o <LS^jcJ\ >>-> clL9 - 0 




J 


ioJcJI 

According to Amiri Decree No 10 of 2010 the disposal of neglected 
and seized vehicles: 

Fees DescriptionAED 300 Impounded vehicles release fees for seized 
or neglected vehiclesAED 15 (per day) Administrative, ground and 
guard fees500 AED Fine for leaving vehicles on the street for saleAED 
100 Light vehicle transport feeAED 600 Heavy Vehicle Transport 
freesAED 200 Boat Transfer FeeAED 1,000 Transfer of prefabricated 
housesAED 500 fine for violation the undertaking to remove the 
violation 

— 


c_9> tzx7.lI ^jLlo F • l • 4_LcuJ \ • 6A-oJc32-oJI j_5>;uo^l p^-cUj-oJI Jj-99 

Ig dJLo^oJI CjL5>oJI 

CljUSyJJ 6j9->_>-oJI Cjlyydl p9-«jJ9 T • • p9_uj>JI 

4_tul y>$ p 9 -c«jj (Luq^j) \ 0 4Izvfl/JI 9 I S^jLza^oJI 

p9-tjj \ • • ^LUI C!jU5>oJI 6).}LsLoJ <Lol>£ 0 • • 

r- • Ajjj>9 db.Q.V.11 Cl)L5>oJI jjijj "l • • 4 q x. q >J 1 CjL 5>JI vJ-QJ 
ill [£o io[>£ joJb^3 0‘ • 6j-£bb>JI Cj^xJI jji) l • • • jJ-fLi 


$ 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Service of issuing replacement of lost receipt of sale 


((_)A;.9 Aflls Jjj jljtuol iaA> 


ioJciJI ^SLuSQ 




Apply for a true copy of the lost receipt 


,_>AiaJI Ai-to i jx (Jjjlo v _ 3 lc jOjAiilll 

agQQ/JI 




/ ; 

Procedural Service iul>>] ioAi> 

V__ 


iojiJI 



djgJLkuJI CjIJuc 


jUuJboJ I 



1- Returned check ^AJLII ajl^> |<siy 

2- The bank return notification p^j -r 


V 


J 


r 


4 joa 3 «JI uLI>>| 


1. Apply for the request by personal attendance 

2. Enter the number of the receipt or data of the customer 

3. Print the receipt 

4. Write what indicates that it is replacement of lost documents (in 
case of insurance) 

5. Enter the calculation of the procedure fees 

6. Seal and signature 


1 _ > «z>.>.J.>.ll c_JJaJI jojaHJlJI- 1 

jJ-oLszjuoJLj «LtoL>JI oULJI 9I a-LuJI Jliol -Y 

Ai-ujJI 4_CLJo-r 

(CjLLujLJI ,JL> ^ )asL 5 jJaj 4 jLj ^2>9j Lo 4 jLl£-£ 
cl>>^l ,_K>L>JI t_jLcU->JI ,Jl>.}l“0 


L. 


J 


r 


ioJ^JI 

50 




$ 


V. 


0* 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Collecting Return Cheque Service £»j>o dL«l io^> 


r 






Collecting the amounts of return cheques 

V _ 


<L»a*j>xdl CjLSLxjIJI ^llto 


( ; 

Procedural Service iul>>j ioAi> 

V__ 


iojbbl 



r 


4j9.llftA.il ol. 3 lxa x clqJ I 


1- Returned check 

2- The bank return notification 



^b>oJI cfJLccoJI-l 

dilJI ,3-0 jLs2_Jj|~r 


V 


J 


4 aJoJI Olcl>>l 

1. Receipt returned check and notification from the bank 

2. Notify the customer by contacting them and send a text message 

3. In case of non-payment, the check shall be sent in an official letter 
to the Department of Legal Affairs to conduct their procedures 


dLuJI 3- 0 £2o>oJI wiLcuJI piljL*jl“\ 

ilLxjj JLaj^Ij (J-co-xJI jlk>l-r 

<ULj>j liLcJuJI JLujjl joJo ^IxuJI p.ic 
|Qtgj|£[>>4 io^jloJI 399-^dl Ojb^! 



V 




ioftiJI p9- uij 

The amount of the check + the check fine (10% of the check value of 3 I . c l« *.l l d A p ^ /1 • 

not less than 500 and not more than 5000) 


Job) l1LlJu.II d-ol^C + cILlxU I ^JL-O 
(0 • • • Csc AjjJ i s 0 • • 0-c JiiS' 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Draw a cheque 


r 


<LojJ*JI v_AjuS>9 




Obtain the original check after paying its value and the cl>>^l 4JLaJ3 ol_^u \su ^Ld^I ■ ‘L.t.l l ( _ J5 lc J g.^-^ ll 

procedure fee 


V 


J 


r 


r ; 

Procedural Service <Lul>>j ioAi> 

V__ 


iojiJI 



djgJLkuJI CjIJuc 


jUuJboJ I 



1- Transaction data 

2- Amount to be paid 

3- Fees for the procedure 

V_ 


<LLols£/JI ci)LjLo-\ 

JjA*JLcuxJ I gL/JI-r 
£|>>^ii jx. p9_cxj>Ji-r 

J 


r 


4joJl>JI Cj\z\jS>\ 


1. Submit a request to draw the check 

2. Ensure that it can be drawn (5 working days) 

3. Prepare the receipt 

4. Paying to the fund 

5. deliver receipt and contact number to the accounting department 

6. Prepare a letter to the bank 

7. Obtain authorized signatures and administrative seal 

8. Send it to the bank and get the receipt seal seal 

9. Receipt of the check from the bank 

10. Record it in the internal roll 

11.Send a text message to the customer 

12. deliver the customer in personal presence or their representative in 
writing and obtain their representative's signature and copy of identity 

V_ 


dL4JI |0JAQ)~ \ 

pbl <Lol£-ol A^UJI-r 

P^ii«»i o-ii .>lAcl-r 

^9.li_c<cJI £3 aJ|-£ 

Cl)L)L-a->JI jCcj-ucoJ (J^l^jdl jO^)9 A-i-oJ jOaJLcuj’-0 

wiLlJLI iJLjjj aIaxI-1 
SjIa^I ^jjt-J^i^oJI Cjls^tScp ,J9^X2JI-V 

p^lLbj^il pjL> vJa: clUJLl I^JLjjI-A 

clLlJI ciLziJI p^Luujl~S 

j_jL>IaJI C-Q-jjcSJI ^ dJLc>_ujJ-\ • 

<Lc^aj 4-1 JLcJjl-l \ 
LJo-> 4 lc «—19-0 9 1 *J I 699^A>j <OuJLujJ~ \ Y 

4Jl> 9Jb bj^uo 9 4A2xd£j l _ 3 lc 




J 


<LojJ*JI p 9 _uJj 

1. The amount of the check 

2. Fees for the procedure 

- 100 replaced with cash 

- 200 replaced with a check 

- Excluded in road paving transactions 


ufJLcuJI ^JLjo - 1 
d>>^i p9^j)-r 
AijjJl) 4 JIaxLcjL) l • • - 
clLcJoj 4jlAjjLtijL) r* • ~ 
^39-kdl c_q i/oj) CjALo-X/i ^slslc, - 


$ 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Debt certificate (to whom it may concern) (>oi!l ,>qJ) Sdlgdu 


r 


<LoJl>JI <Juo$ 


Issuing a certificate of the amounts incurred on the 
customer 




ij-oo^dl l _ 3 lc iu>JLoJI ^IL-aJL) ajlg-tii jl.v.<ol 


V 


J 


r 


r ; 

Procedural Service <Lpl>>j ioAi> 

V__ 


iojiJI 



djgJLkuJI CjIJuc 


jUuJboJ I 



1- Data on the transaction to be obtained 

2- Receipt 

3- The name of the entity to be addressed 


L^j*L>>i^o k _ 5 lc J1 j|>oJI dJLoLs^L) 4_*z>LiJI C)LiLJI-\ 

Ai_cL>“F 


V 


J 


r 


loAxll Cj\z\jS>\ 


1. request the certificate 

2. provide us with the data of the of receipt to be obtained 

3. Ensure the data validity and conformity with the disclosure of the 
bank and internal statements. 

4. Prepare the letter with the correct data 

5. Obtain a seal and signature of the head of department 

6. Contact the customer for delivery 


6J>Lq-i.u.1I ^Lc t_JUo jOJ-liij'- 1 

4 JL 09 JA -0 ,J9-*Z3_>JI Al>/dl ^^A^q.11 \Liui CjULco LijjtjJj-r 

liLlJI 2 -o Ifl^QiUxog oliLxll aj pLLjjJI A^liJI-r 

.<uL>IaJI 

CjLiLudb ilLxJ>JI .}IacI-£ 

|0. ailQ 11 { _yj^UJ 2^-9 9 J 9 joJci> J^tZX^JI-Q 

d^JLtxjjJ jJ-oOJzJI JLaj'^!l-"l 




V 


J 


ioAi*JI fQjuJj 

free idUx> 



































r 

v 





d_Jls_9 5 SclA5o 4JI0JI ^Ml Sjbl 9 JauJajo E3 

E3 Plan and Manage Financial Resources effectivily and effeincy 



Tenders and bids O^LLsdlg oLa^luJI 


r 


ioJ^JI v_fljuS>9 




Participate in the general and limited tenders for projects and 
businesses of the Department in order to reach the best tenders, 
based on the criteria and grades of the assessment specified for 
the advertised bid. 


cU^l>JI JLox^llg gjjLu.rdJ iijgA^cdlg ioLsdl Ol./aQl-LoJI ,J§ i^jLludl 
^JjLiliLcdl liJUjg CjlrLLxsdl ijpljJl) 

.4-LLsz^oJI eL^aSLuoJU OJA^oJI p . > 0 Jl 


V_ J 


r 


r ; 

Procedural Service iul>>j <LoaA 

V__ 


iojiJI 



4u 9 lhAll Ol AjLjLjuA^qJ I 



The following documents are required after awarding the bid: 

1- The business license of the institution 

2- Contract documents representative of the institution authorized 
to sign - the director - (legal authority) 

3 - Registration in the Department of Finance - Ajman 

4 - Final guarantee (10% of contract value) 


:rllx5dl gMjj axj iu^ll Ol-UXi^oJI t_jJUo joJ 
iLcu_cd^oJU ijjbcdl <L^l>>JI - \ 


jjXoJI - 2^9^-lb o^QQ-tvIl - 4_tu-uJ^oJI (Jjto-o - A^LszJidl OljUXu^o -F 


(i_j^>L4JI ^iugilJI ) 
- <LJLoJI iSplj ^j^-cajJI -F 

(\Qsdl 7.1 •) ,jlo^ 2 jl -E 


v_ 

r 


loJiJI Olcl>>l 


1 - Purchase of tender documents 
2- Present financial and technical offer 

3 - Submit the initial letter with guarantee of 5% of the value of the 
offer submitted as a condition for participation in bids 

V___ 


^IkxJI Jplj *9 cl yZi - 1 

^loJIg JloJI |OL) AQ*)* -r 

<Loa9 jjo'/. 0 io-cQJ jjljJo^l ^jLouAJI L_jUa_> | 0 -)AQ) -r 
CjlcUo_sdL) <iSj Lluo-U Jo >_*IS pAiLoJI 


j 





ioAiJI 




1. The value of documents shall be 500 AED if the value of the project 
is less than 80,000,000 

2. The value of the documents shall be 1000 AED if the value of the 
project is more than 80,000,000 


{ jjO ^_J_91 <Loa9 cldl5 IaI joJbjA 0- • Jpljc^JI <Lo-c9 09^' ”1 

A-,* •*,••• 

^jjlcl I io^9 cLl)L5 IaI jOdbjA l • • • <Loa9 09^-* 

A*,* o-o 


V 


J 


































Ja-sJI pW 


^ujucOJ>JI “ I ^jjQ \v- \ 



V 
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E3 Plan and Manage Financial Resources effectivily and effeincy 


I 


Auctions CjIajI>JI 


ioJdJI t,„,Q./r>9 


A 


Participate in auctions offered by public publishing methods in 
order to sell some of the department properties due to not 
needing them or due to the increased cost of operating them 


l J_>l pbdl _>iJI JjjJo ,jj: |oJj ^_jjlJI oIajI>JI a^jL^udl 

Iq l/g-CVi 4 ol'Cj ijjljj ^-uuujj 9I I4I ^Asd apl-iJI CjI£JLCo-o 


Procedural Service iul>>] <Loa 3> ioAid I £ 9 } 




4j9JLkuJI Ol. AjUUuJUoJI 


A 


There are no documents required to auction 


SajI>oJI <iSj L^uo-U dj^JLLxo i3jIj9 


4 joA>JI Olcl>>J 




1- Payment for documents fees to participate in the auction. 
2 - Provide the insurance for each auction. 


SajIJaJI ^ iSjLluoJU jJplj^JI <Lo^c3 

. 6Ajlj-o j>QAdI l j-c/jLcJI 9XS9J -Y 




ioJiJI 


?9- 

500 AED j&jsp o- • 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Contracts -igAxJI 






Completion of the contract between the Municipality and 
Planning Department as the first party and the institution as a 
second party 


9 J 9 I i_ 9 >i cS Ja-do_>jdl 9 4 jaJLJI Spb ASlszjdl Jlci 5 l 

J\j i_9>1*5 


r 


( ; 

Procedural Service iul>>] ioAi> 

V__ 


iojiJI 



dbgJLkuJI CjIaI 


jUuJboJ I 



1- The commercial license of the Corporation 

2- Contract documents - representative of the 

institution - authorized to sign - the director - (legal authority) 

3- Registration in the Department of Finance - Ajman 

4- Final guarantee (10% of contract value) 


V 




jjA/xJI - J Jjux>o - AsUsdl CjIaLLcujo -Y 


(^Qjl-oJI o^u&ijdl ) 
^jLoj^tc - 4 JL 0 JI 6>5Ij ^ s J_^>-txjLjdl-r 
(jiLsdl <Lo~l3 Z. \ •) ^jlo-tAJI -£ 


J 


r 


4 joA>JI Olcl>>[ 


After completing the required documents and final guarantee: 

1. The second party shall sign the copies of the contract (4 copies) 

2. The representative of the First Party shall sign the copies 
of the contract and the final approval. 

3. The customer / institution shall deliver the copy of the 
contract (which is valid from the date of final approval 

by the representative of the first party) 


V 


- 4_)9JJo-oJI CjIaIJLojla.II cLluLujI Asj 

£.) AiLszJI JUJI l_9>IdJI 

.^l^iJI -iLoCc^!^ AiLxJI Js)^I *—9>lo.JI ,Jjoo-o p9ij_> -Y 

{ jjQ 4jjLoJ j-uisj J_ydl9) AQJ2-II ^joJI /jJ-LjO^zJI jO_LtuJ ~Y 

(^9^1 ^9>kJI jJ^jOjO vJ-f-9 ^J>j° 




J 


r 


ioAidl P$m>j 

No fees j Aj> 9 J 


$ 


V. 
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^jjucOJ>JI “ I \v* Jl 
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E3 Plan and Manage Financial Resources effectivily and effeincy 


I 


Quotations jI >_k>9>c oLJLb 


iojiJI v-,Q.»^>9 

Send the purchase order to the supplier to request quotations 




_)Ls 2 -cxJ^I rl>*UI jjq \ JLujI 


Procedural Service iul>>{ ioAi> i/oAi*JI £93 



4j9.liftA.il Ol, \jUdUJUoJ I 


1- Registration of the supplier in the financial department 

2- Quotation 


4 JI 0 JI 6>jIaJI I Q_0*_caJ “\ 

jjz - ju .JI ^_> 2 >>c -r 


4aa3JI oLI>>J 


Send the quotation by the supplier according to 
the required specifications 


■ ^^oJI J-f-9 _>-S2 -*-cjJ I JLxJ^I 

djg-LkboJI CjIq^I^jqJI 


J 


r 


4j0Jl3JI 

No fees 


$ 


V 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Cancel the purchase order cl><iJI >ol rUJI 






Cancel the order issued to the supplier in the system 

V___ 


pLLa_JI ^ rLxJI 




r 


r ; 

Procedural Service iul>>] ioAi> 

V_ 


ioJ^JI 



dj9.Ux0.JI OI. XxjU<jUUoJ I 



A letter of apology from the supplier for not being able to supply. 


. Ajj^xJI pA£. { j£. ^IaIcI 4_IL uoj 


lAjiJI Olcl>>i 


The supplier sends an apology letter for the non-execution 
of the purchase order 


c\juuj]\ AxQx) ^j-C jIaJl£.I dJL-d; Ajc^oJI JIaxJ^I 


A 

J 


£LoAi*JI 

No fees 


$ 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Delivery of invoices due for disbursement «-i>uaJU iibtl. 


»aJI ^xjlg.oJI |OuJLuJ 


r 


<LojJ*JI s_Aju£>9 




Deliver invoices due to the Procurement Department until they 
are transferred to the Payments Department for the payment 
process 


jO-c4-l 9 Jl LqJL) 9J>J |OJb Cl)L> >LcuuoJI |0_tu_oJ 4 JL>XujuoJI |OuJLbUJ 

c_ 9 >«^JI 4 _JLo-C Cjlc^A/xJI 


V 


J 


r 


r ; 

Procedural Service <Ldl>>j ioAi> 

V__ 


iojiJI 



djgJUajoJI CjI. XumloJI 



1- Original invoice sealed and signed by the supplier and the . iLix^JI ajb^lg ^j^JI iJL^oll aj^j'liJI-1 

concerned administration. .. _ 

. djJjz^oJI iijb^llg (OuJLujudI Ai_oj - t 

2- The sealed bill of delivery sealed and signed by the supplier and ’’ ‘ 

the administration concerned. . ^Lizdl ijjbiil ^ jbol SJLo; -r 

3- A letter of achievement from the concerned department. 


V 


J 


r 


io-CJI CjI l\ y >I 


1. seal the invoice from the department concerned. 

2. seal the bill of delivery. 

3. Submit the sealed invoice to the Purchasing Department. 

4. Submit a letter of achievement from the Department concerned. 

5. Submit required documents 


V 


6jb^l 6j£*>loJI |qJl>JI - 

.joJL^lll jO-IiJI - r 

.CjL>>ICLuJI jO-tixid Sj^jLqJI jOJAijj" - T 

.4jcLS2-oJI 6jb^l (j-ojbol |OJ.\Q ) " £ 

.djgJLLa/JI CjIaCCjjuoJI /qjAAj - 0 




J 


cLojCJI pgjuij 

No fees p9-t xij ^ 


$ 
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E3 Plan and Manage Financial Resources effectivily and effeincy 



Receipt and delivery of warehouse materials ioji^JI ^Ig-JI (O-JLuj'g filial 


ioJ^JI «_jLu 39 


Is a process of receipt of the warehouse materials from the 
supplier in which a purchase order was issued by the 
Municipality Department and Planning - or delivery of 
stagnant materials sold to the customer by the 
Municipality. 

V_ 


v _ 3 JlJ 13 i j J o ioJi^oJI jlg-aJU pilital d< I a r djltc 

|OaJLmJ 9I - JftgJfl. 3 oJ 1 9 4 jaJLJI 6_>j|j jjjQ C.\juuJ _)jol IQ/d J\,S1 
. d-oJLJI Jg9 ,jg> dxLt/dl GA^IpJI J>Ig^oJU 

_ ) 


r 


r ; 

Procedural Service iol>>j ioAi> 

V__ 


ioAiJI 



djgJLtsuJl £j\±l 


AjuJLoJ I 



1- The receipt examination record 

2- Invoice on the material from the supplier 

3- Supply order 

4- Purchase order issued by the purchases 

5- Bill of receipt 


p!^Lcct)l ^y^O-9 \ 

6j9jL9 _ r 
Ajj^j >ol _ r 
Cj b^JLccuo-11 j jLzd c\j-ih jj$\ -£ 
p^lXcol \LuJ -0 


v_ 

r 


loAxll £)\c\jS>\ 


Requires attendance of: 

1- warehouser representative of the department concerned. 

2 - Technical expert if necessary. 

3 - Purchasing Administrative. 

4. Submit required documents 


V 


J 


. 4jcix/dl (3^° J^o 0^°l“ I 

. pjJ 131 ~Y 

. diu^juluo v_ 5 jl^l ~r 

dj^JLtxoJI JpU^JI |OoJLujJ “£ 


k~ 


J 


io jJ*JI 

No fees p9-t xij -^d>9J ^ 


$ 


v 


































